
D e p a r t m e n t o f G e n e r a l S e r v i c e s - S t a t e R e c o r d s Management P r o g r a m 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

SCHEDULE # 

P A G E 1 OF 3 

D E P A R T M E N T OF HEALTH & M E N T A L H Y G I E N E 
CENTRAL SERVICES DIVISION 

This schedule supersedes Schedule 2408 items 4 through 9, items 8 through 13 of Schedule 2335 
and item 1 of Schedule 2111 . 

I tem No. Ser ies T i t le a n d D e s c r i p t i o n o f R e c o r d s A u t h o r i z e d R e t e n t i o n P e r i o d 
C e n t r a l S e r v i c e s D i v i s i o n 

Warehouse Management 
A. Receiving documents 
B. Warehouse credits 
C. FMIS pick ticket receipts for ordered items 
D. Warehouse inventory records, value reports 

Inventory Management 
A. Inventory Transaction Reports-adds, deletes, 
transfers 
B. Excess Property Disposal Orders 

C. Reports of Stolen or Missing Property 
D. Annual Report of Fixed Assets 
E. Inventory Audit reports 

Bui ld ing Services 
A. Space Management File Series-

i. Unapproved Requests for Leased Space 

ii. Lease Files and supporting 
documentation. 

B. Parkin.! Permit Files include applications, car 
pool requests, medical parking permit requests 
with doctors' certifications, waiting lists, database 
of extracted information, etc. 

C. Miscellaneous Services (Copy center, 
shredding, United Parcel Serv., records transfers, 
etc.), equipment service records, meter readings, 
charge backs, package receipt logs, shipping 
papers, temporary help / Maryland Correctional 
Enterprises paperwork, transmittals etc. 

1. Retain for four (4) years on-site, then retain for two 
(2) years at the State Records Center, then destroy, 
with the following exception: if records are scanned, 
scan to Maryland State Archives standards, then retain 
paper for one (1) year, then destroy paper originals. 
Retain scans for six (6) years, and then destroy. 

2 A -B. Retain for four (4) years on-site, then retain for 
two (2) years at the State Records Center, then 
destroy, with the following exception: if records are 
scanned, scan to Maryland State Archives standards, 
then retain paper for one (1) year, then destroy paper 
originals. Retain scans for six (6) years, and then 
destroy. 

2 C-E. Retain for four (4) years on-site, then retain for 
six (6) years at the State Records Center, then destroy, 
with the following exception: if records are scanned, 
scan to Maryland State Archives standards, then retain 
paper for one (1) year, then destroy paper originals. 
Retain scans for ten (10) years, and then destroy. 

3 Ai. Retain unapproved requests for three (3) years, 
and then destroy. 

3 Aii. Approved requests become part of the Lease 
Files, which are retained in office for two (2) years and 
send to State Records Center for two (2) years, then 
destroy 

3 B. Scan paper records to Maryland State Archives 
standards. Retain hardcopy for one (1) year then 
destroy. Save electronic version and for as long as 
applicants are employed with DHMH, then move to 
inactive file and retain for one (1) year, then destroy. 

3 C. Retain for four (4) years on-site, and then destroy, 
with the following exception: if records are scanned, 
scan to Maryland State Archives standards, then retain 
paper for one (1) year, then destroy paper originals. 
Retain scans for four (4) years, and then destroy. 

APPROVED BY: (DHMH Official) DATE: 

SIGNATURE: 

NAME/TITLE: Thomas Jackson, Chief, Central Services Division 

AUTHORIZED BY: (Archives) DATE: 

SIGNATURE 

NAME/TITLE: STATE ARCHIVIST 

DGS 550-1 (DHMH rev 2005) 



D e p a r t m e n t o f G e n e r a l S e r v i c e s - S t a t e R e c o r d s C e n t e r 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

SCHEDULE •zL7<r 
PAGE 2 of 3 

Item 

DEPARTMENT OF HEALTH & MENTAL HYGIENE 
CENTRAL SERVICES DIVISION 

Series Title and Description of Records Authorized Retention Period 

D. Emergency Evacuation Plans-Emergency Contacts, 
Business Continuity Plan, Police Incident Reports, etc. 

E. Miscellaneous Project Files- Unit relocations, modular 
furniture installations, carpet installation, security upgrades, 
Computer-aided design (CAD) Files 

F. Employee Separation Clearance Forms- copy of sign off 
sheet for employee separation. 

Telecommunications Series 
A. Telephone service plans, requisitions, 800-# accounts, 
monthly call logs and bills, conference calls logs, private 
branch exchange (PBX) billing, Telecommunication Service 
Requests (TSR's), unit coordinator list, etc. 
B. Cellular phone service plans, logs of DHMH cell phone 
numbers, Unit Coordinator list, justification forms, acceptance 
forms, requisitions, call logs/bills, vouchers, etc. 
C. Pagers and wireless Personal Digital Assistants (PDAs), 
service plans, bills, requisitions, etc. 
D. Calling cards- request forms, account files, 
reconciliations, etc. 
E. Directory listing forms, etc 

I f 

Fleet Management Series 
A. Vehicle Titles and Registration Forms, registration 
renewals and other Motor Vehicle Administration (MVA) 
forms, Vehicle Inventory Report, vehicles pending auction, 
vehicle requisitions, purchase orders, Relational Statewide 
Accounting and Reporting System (R*STARS) transfers for 
vehicles, disposal records, etc 

B. Vehicle service records, emission test forms, gas and 
PHH Corporation card records, Commercial Fuel System 
(CFS) and Mansfield reports, wash invoices, Underutilized 
Vehicle List, 10000 mile reports, Vehicle Assignment 
Committee records, charge backs, etc. 

C. Accident Committee Reports, Accident Insurance 
records, ACORD Forms, Accident report forms. 

3 D. Retain active files until superseded or 
complete then move to inactive. Retain 
inactive files three (3) years, and then destroy. 

3 E. Retain for four (4) years on-site, and 
then destroy, with the following exception: if 
records are scanned, scan to Maryland State 
Archives standards, then retain paper for one 
(1) year, then destroy paper originals. Retain 
scans for four (4) years, and then destroy. 

3 F. Scan to Maryland State Archives 
standards, then retain hard copy for one year, 
then destroy. Retain images for three (3) years, II 
then destroy. 

4. Screen annually, and move to inactive file 
all records no longer needed for current 
business. Retain inactive files for two (2) years 
on-site, then retain at the State Records Center 
for three (3) years, and until all audit 
requirements are met, then destroy with the 
following exception: if records are scanned, 
scan to Maryland State Archives standards, 
then retain paper for one (1) year, then destroy 
paper originals. Retain scans for five (5) 
years, until all audit requirements are met, and 
are then destroyed. 

5A. Retain for three (3) years on-site, and then 
destroy, with the following exception: if records 
are scanned, scan to Maryland State Archives 
standards, then retain paper for one (1) year, 
then destroy paper originals. Retain scans for 
three (3) years, and then destroy. 

5B. Retain for four (4) years on-site, and then 
destroy, with the following exception: if records 
are scanned, scan to Maryland State Archives 
standards, then retain paper for one (1) year, 
then destroy paper originals. Retain scans for 
four (4) years, and then destroy. 

5C. Retain for four (4) years on-site after case is 
closed, then retain for six (6) years at the State 
Records Center, then destroy, with the following 
exception: if records are scanned, scan to 
Maryland State Archives standards, then retain 
paper for one (1) year after case is closed, then 
destroy paper originals. Retain scans for ten (10) 
years after case is closed, and then destroy. 

D G S 550-1 a ( D H M H 2005) Continuation 



D e p a r t m e n t o f G e n e r a l S e r v i c e s - S t a t e R e c o r d s C e n t e r 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

SCHEDULE # 

PAGE 3 of 3 

D E P A R T M E N T OF HEALTH & M E N T A L HYGIENE 
CENTRAL SERVICES DIVISION 

Item Series Title and Description of Records Authorized Retention Period 

D. Driver cards and reports, Acknowledgement Forms, 
Driver Application forms, Internal Revenue Service (IRS) 
Fringe Benefit Reports, Drivers Training records, 

Forms Management Series 
A. Master Forms File includes printed copies of all approved 
forms. Forms may additionally be retained in electronic 
format. File sequence is by form number. 

B. Annual Forms Management Reports 

Records Management 
A. Records Administration File — A subject file in alpha 
sequence, including information such as filing techniques, 
filing cabinets, records policy, training materials, forms and 
reference materials, etc. 

B. Schedule Reference File- A binder containing a copy of 
each DHMH schedules in schedule number sequence, kept 
up-to-date with new schedules as approved. 

C. Transmittal & Receipt Files- DGS Form 550-5 
i.) Records Database- Starting 1998. 
An electronic, chronological database extracted from 

record transmittal forms prepared for DHMH shipments to the 
Records Center or Archives, including information of 
warehouse locations and accession numbers, disposal 
dates, etc. A periodic printout of select data is used for quick 
reference. It also includes information extracted from 
schedules, in schedule number sequence, which includes 
information on whether a schedule supersedes or is 
superseded by another schedule, approval dates, etc. 

ii.) Transmittal Master File- In batch number sequence, 
an annual binder of all transmittal forms prepared, batched 
chronologically for cross-reference, used to manage 
temporary in-house storage and shipment preparation. 

iii.) Completed Transmittal and Receipt File- Forms 
returned by records center with receipt and storage 
information are placed in folders in schedule number 
sequence, after data is entered into the Transmittal Index, 
and a copy is sent to the initiating unit. 

D. DHMH History File - Historic records transferred from 
component units which illustrate the development of the 
Department. 

5D. Retain for three (3) years on-site, and then 
destroy, with the following exception: if records 
are scanned, scan to Maryland State Archives 
standards, then retain paper for one (1) year, 
then destroy paper originals. Retain scans for 
three (3) years, and then destroy. 

6 A. Continuous Record. Maintain as a 
perpetual file by updating when amended or 
revised and destroying obsolete material. 

6 B. Retain for four (4) years on-site, and then 
destroy, with the following exception: if records 
are scanned, scan to Maryland State Archives 
standards, then retain paper for one (1) year, 
then destroy paper originals. Retain scans for 
four (4) years, and then destroy. 

7 A. Screen annually, discard information which 
is no longer needed and update with new 
information as it becomes available. 

7 B. Continuous Record. Maintain as a 
perpetual file by updating when amended or 
revised and destroying obsolete material. 

7 C.i. Continuous Record. Maintain as a 
perpetual file by updating when amended or 
revised and destroying obsolete material. 

7 C.ii. Retain for three years, or until no longer 
needed for current business, whichever is later, 
then destroy. 

7 C.iii.) Continuous Record. Maintain as a 
perpetual file by updating when amended or 
revised and destroying obsolete material. 

D. Retain permanently, transfer every five 
years to State Archives. 

DGS 550-1 a(DHMH rev 2005) Continuation 



DHMH Instructions -Make a list oi all files Determine whether each is non-record record DEPARTMENT OF GENERAL SERVICES DHMH RECORDS INVENTORY 
material or both Group into Record Senes Prepare a separate inventory form for each 

Record Series identified All Record Series are to be listed on a Schedule Form Forward 

all Records Inventory forms with the proposed Schedule form (DGS 550-1) to the DHMH 

Records Officer thru your Records Coordinator 

STATE RECORDS CENTER 

7275 WATERLOO ROAD 

P.O. BOX 275 

JESSUP. MARYLAND 20794 

(4101799-1379 

PAGE _ 1 _ OF m 7 

1 Department/Agency 

M D D E P T O F H E A L T H 

2 Office/Administretion/Boerd 

C e n t r a l S e r v i c e s D i v i s i o n 

3. Division/Unit or Section 

& M E N T A L H Y G I E N E 

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retenbon and disposition purposes 

4. Record Senes Title 

1. Warehouse Management 

5. Earliest Year/Latest Year 

to 

6 Record Senes Description (Briefly descnbe the types of mformation/documents/fomris found m the series Include the purpose or function of the senes | 

Warehouse Management 

A. Receiving documents B. Warehouse credits C. FMIS pick ticket receipts for ordered items D. Warehouse 

inventory records, value reports 

7 Record Series FormaKs) List all 

Paper Fifrn / tape: Electronic: 

H Letter Size I Fern/Slides I Kept on Hard Drive 

(35mm. etc) 

% Legal Size I Microfilm/ 1 Computer Tape 

8 Record Series Sequence 

£ Alphabetical 

T Numencel 

9 Volume 

Number 

t File Drawer(s) 

I Microfilm Reel(s) 

T Computer Tepe(s) 

f Other (specify) 

Microfiche 

F Rol* = r Audio Tape V Floppy Disk 

r Bound Book T Video Tape Y CD,DVD,etc 

TCard r Other (specrfy) 

x Chronological 

I Geographical 

T Other (specrfy) 

10 Annual Accumulation 

I File Drawees) 

T Microfilm Reel(s) 

T Computer Tape(s) 

Number T Other (specify) 

11. FileisUsed V Daily I Weekly x Monthly I Annually 12 File Becomes Inactive After 

Number 

! Month! s 

r Year(s) 

13 Current Locabono) (Bldg . F V r x Room) 

201 W. Preston St, Baltimore. MD 21201 

14 Is Record Senes Duplicated Elsewhere'' (If yes. specify agency or office ) 

r Yes x No Agency/ Format 

15. Privacy / Access Restnchons I Yes t; No 

r Personal r Medical P Propnetary I' Classified I Other 

(If Yes. cite Law(s) & Regulation* s> 

16 Audit Requirements None [ Internal I" OIG 

I Legislative I Federal 1 Independent 

17 Is an Index System used? If yes, explain briefly and descnbe requirements 

P Yes T No 

18 Recommended Retention: Retain for four (4) years on-site, then retain for two (2) years at the State Records 

Center, then destroy, with the following exception rf records are scanned, scan to Maryland State Archives standards, 

then retain paper for one (1) year, then destroy paper ongmals Retain scans for six (6) years, and then destroy. 

19 Name and Title of Preparer 

W A L T E R Z E R R L A U T 

D H M H R E C O R D S O F F I C E R 
E-mail address W2errlout@clhrnh.stele md.us 

20 Location 

201 WEST PRESTON STREET BALTIMORE MD 21201 

Telephone Number* 410 767-3598 Room# ROOM LL-5 

21 Date 

M a r c h 5, 2 0 1 4 

DGS 550^1 (DHMH Rev 2002 ) 



DHMH Instructions -Make a list of all files Determine whether each is non-record, record 

matenal or both Group into Record Series Prepare a separate inventory form for each 

Record Series identified All Record Senes are to be listed on a Schedule Form. Forward 

all Records Inventory forms with the proposed Schedule form (DGS 550-1) to the DHMH 

Records Officer thru your Records Coordinator 

DEPARTMENT OF GENERAL SERVICES 

STATE RECORDS CENTER 

7275 WATERLOO ROAD 

P.O. BOX 275 

JESSUP, MARYLAND 20794 

(410) 799-1379 

DHMH RECORDS INVENTORY 

PAGE 2 OF 7 

1 Department/Agency 

M D D E P T O F H E A L T H 

& M E N T A L H Y G I E N E 

2 Office/Administration/Board 

C e n t r a l S e r v i c e s D i v i s i o n 

3 Division/Unit or Section 

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 

4 Record Senes Title 

2. Inventory Management 

5. Earfcest Year/Latest V ear 

to 

6 Record Series Description (Briefly descnbe the types of irrformation/ckKuments/forms found m the senes Include the purpose or function of the series > 

Inventory Management 

A. Inventory Transact ion Reports-adds, deletes, transfers 

B. Excess Property Disposal Orders 

C. Reports of Stolen or Missing Property 

D. Annual Report of Fixed Assets 

E. Inventory Audit reports 

7 Record Senes Formats) List all 

Paper Film / tape Electronic: 

H Letter Size 1 Film/Slides I Kept on Hard Drive 

(35mm, etc) 

£ Legal See V Microfilm/ I Computer Tape 

Microfiche 

r Rolls a r Audio Tape t Floppy Diak 

T Bound Book T Video Tape r CD,DVD.etc 

T Card T Other (specify) 

8 Record Senes Sequence 

i Alphabetical 

T Numencal 

x Chronological 

T Geographical 

T Other (specify) 

9. Volume 

'_ File Drawer! 9i 

T Microfilm Peeksi 

T Computer Tape(s) 

Number I Other (specify) 

10 Annual Accumulation 

T File Drawer* s I 

I Microfilm Reel(s) 

T Computer T ape i s) 

Number V Other (specify) 

11. Pie is Used r Daily 1 Weekly • Monthly r AnnuaJfy 12 File Becomes Inactive After r Months) 

Number I Yeans! 

13. Current Locatjon(s) iBIdg , Floor. Room) 

201 W Preston St, Baltimore. MD 21201 

14. Is Record Senes Duplicated Elsewhere7 (If yes. specify agency or office.) 

r Yes x No Agency/ Format 

15. Privacy / Access Restrictions I' Yes t, No 

I Personal I Medical I Proprietary V Classified I Other 

(If Yes, ate Lew(s) & Regulation^) 

16 Audit Requirements None 1 Internal 1 OIG 

T Legislative I Federal I Independent 

17. Is an Index System used' If yes, explain bnefty and descnbe requirements 

r Yes T No 

18. Recommended Retention: 2 A -B Retain for four (4) years on-site, then retain for two (2) years at the State 

Records Center, then destroy, with the following exception: if records are scanned, scan to Maryland State Archives 

standards, then retain paper for one (1) year, then destroy paper originals Retain scans for six (6) years, and then 

destroy 

2 C-E. Retain for four (4) years on-site, then retain for six (6) years at the State Records Center, then destroy, with the 

following exception: if records ere scanned, scan to Maryland State Archives standards then retain paper for one (1) 

year then destroy paper originals Retain scans for ten (10) years, and then destroy. 

19 Name end Title of Preparer 

W A L T E R Z E R R L A U T 

D H M H R E C O R D S O F F I C E R 
E-mail address: wzeirlaut@unrrtvstate.rnd.us 

20. Location: 

201 WEST PRESTON STREET, BALTIMORE MD 21201 

Telephone Number* 410 767-3598 Room # ROOM LL-5 

21 Date 

M a r c h 5, 2 0 1 4 

mailto:wzeirlaut@unrrtvstate.rnd.us


DHMH instructions -Make a list of all files Determine whether each is non-record, record 

material or both Group into Record Senas. Prepare a separate inventory form for each 

Record Senes identified. AH Record Series are to be listed on a Schedule Form Forward 

all Records Inventory forms with the proposed Schedule form (DGS 550-1) to the DHMH 

Records Officer thru your Records Coordinator 

DEPARTMENT OF GENERAL SERVICES 

STATE RECORDS CENTER 

7275 WATERLOO ROAD 

P O BOX 275 
JESSUP. MARYLAND 20794 

(4101799-1379 

D H M H R E C O R D S I N V E N T O R Y 

PAGE _ 3 _ OF _ 7 

1 Department/Agency 

M D D E P T O F H E A L T H 

& M E N T A L H Y G I E N E 

2 Office/Administrabon/Board 

C e n t r a l S e r v i c e s D i v i s i o n 

3 Division/Umt or Section 

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 

4 Record Series Title 

3. Building Services 

5 Earliest Year/Latest Year 

to 

6 Record Senes Descnpbon (Briefly describe the types of information/documents/forms found in the senes Include the purpose or function of the series.) 

A . S p a c e M a n a g e m e n t F i l e S e r i e s -

i. U n a p p r o v e d R e q u e s t s f o r L e a s e d S p a c e 

i i . L e a s e F i l e s a n d s u p p o r t i n g d o c u m e n t a t i o n . 

B . P a r k i n g P e r m i t F i l e s i n c l u d e a p p l i c a t i o n s , c a r p o o l r e q u e s t s , m e d i c a l p a r k i n g p e r m i t r e q u e s t s w i t h d o c t o r s ' c e r t i f i c a t i o n s , w a i t i n g l i s t s , d a t a b a s e o f e x t r a c t e d i n f o r m a t i o n , e t c . 

C . M i s c e l l a n e o u s S e r v i c e s ( C o p y c e n t e r , s h r e d d i n g . 1 ' n i t e d P a r c e l S e r v . , r e c o r d s t r a n s f e r s , e t c . ) , e q u i p m e n t s e r v i c e r e c o r d s , m e t e r r e a d i n g s , c h a r g e b a c k s , p a c k a g e r e c e i p t l o g s , 

s h i p p i n g p a p e r s , t e m p o r a r y h e l p M a r y l a n d C o r r e c t i o n a l E n t e r p r i s e s p a p e r w o r k , t r a n s m i t t a l s e t c . 

D . E m e r g e n c y E v a c u a t i o n P l a n s - E m e r g e n c y C o n t a c t s , B u s i n e s s C o n t i n u i t y P l a n , P o l i c e I n c i d e n t R e p o r t s , e t c . 

E . M i s c e l l a n e o u s P r o j e c t F i l e s - U n i t r e l o c a t i o n s , m o d u l a r f u r n i t u r e i n s t a l l a t i o n s , c a r p e t i n s t a l l a t i o n , s e c u r i t y u p g r a d e s . C o m p u t e r - a i d e d d e s i g n ( C A D ) F i l e s , 

F . E m p l o y e e S e p a r a t i o n C l e a r a n c e F o r m s - c o p y o f s i g n o f f s h e e t f o r e m p l o y e e s e p a r a t i o n . 

7. Record Senes Format(s) List all 

Paper: Film / tape: Electronic: 

H Letter Size r Film/Slides f Kept on Hard Dnve 

(35mm, etc) 

i. Legal Size V Microfilm/ V Computer Tape 

Microfiche 

r Rolls r Audio Tape T Floppy Disk 

r Bound Book r Video Tape r CD.DVD.etc 

T Card r Other (specify) 

8 Record Series Sequence 

\ Alphabetical 

T Numerical 

x Chronological 

I Geographical 

I Other ( specify) 

9 Volume 

v File Drawar(s) 

I Microfilm Reeks) 

I Computer Tape(s) 

Number r Other (specrfy) 

10 Annual Accumulation 

i File Draweris) 

I Microfilm Reel(s) 

T Computer Tepetst 

Number T Other (specify) 

11 File is Used I Daily r Weekly x Monthly r Annually 12 File Becomes Inactive After T Month(t) 

Number I Yeans' 

13 Current LocationO) (Bldg. Floor, Room) 

201 W Preston St, Baltimore. MD 21201 

14. Is Record Senes Duplicated Elsewhere? (If yes, specify agency or office I 

F Yes x No Agency/ Format 

15 Privacy/Access Restncbons I" Ves i, No 

1 Personal I Medical I Proprietary 1 Classified TOther 

(If Yes. cite Lewis) & Regulations 

16 Audit Requirements None f Internal T OIG 

F Legislative 1 Federal I Independent 

17. Is an Index System used 7 If yes. explain briefly and descnbe requirements 

r Yes r No 

18. Recommended Retention 3 Ai Retain unapproved requests for three (3) y e a n and than destroy 3 An Approved requests become part 

of the Lea** Fi lai , which are retained in office for two (2) year* and tend to State Record* Center for two (2) year*, than destroy 3 B S c a n 

paper record* to Maryland State Archive* ltandard* Retain hardcopy for on* (1) year then destroy Save electronic version and for at long 

a* applicant* are employed with D H M H , th*n mov* to inactive file and retain For on* (1) year than destroy 3 C Retain for four (4) yaar* or 

•it*, and than daatroy with the following exception: if record* are scanned, *can to Maryland Stat* Archive* standard*. th*n retain paper for 

on* (1) yaar than destroy paper onginal* Retain scan* for four (4) years, and then destroy 3 D Retain active file* until superseded or 

complete then move to inactive Retain inactive file* three (3) y e a n , and than destroy 3 E Retain for four (4) y e a n on-sit* and then 

destroy, with th* following *xc*ption if record* are scanned, scan to Maryland State Archive* standard*, then r*t*m paper for on* (1) yaar, 

than daatroy paper originals Retain scans for four (4) years, and than destroy. 3 F. Scan to Maryland Stat* Archives standard*, than retain 

hard copy for on* year than destroy Retain images for three (3) years, than destroy 

19 Name and Title of Preparer 

W A L T E R Z E R R L A U T 

D H M H R E C O R D S O F F I C E R 
E-mail address w z d : laut @ d h r n h state, rnd us 

20 Location 

201 WEST PRESTON STREET BALTIMORE MO 21201 

Telephone Number* 410 767-3598 Room* ROOM LL-5 

21 Date 

M a r c h 5 , 2 0 1 4 



DHMH Instructions -Make a list of all files Determine whether each is non-record, record 

matenaJ or both Group into Record Series Prepare a separate inventory form for each 

Record Senes identified AH Record Senes are to be listed on a Schedule Form Forward 

all Records Inventory forms with the proposed Schedule form (DGS 550-1) to the DHMH 

Records Officer thru your Records Coordinator 

DEPARTMENT OF GENERAL SERVICES 

STATE RECORDS CENTER 

7275 WATERLOO ROAD 

P.O. BOX 275 

JESSUP. MARYLAND 20794 

(410) 799-1379 

DHMH RECORDS INVENTORY 

PAGE _ 4 _ OF _ 7 

1 Department/Agency 

M D D E P T O F H E A L T H 

& M E N T A L H Y G I E N E 

2 Office/Admmiatrabon/Board 

C e n t r a l S e r v i c e s D i v i s i o n 

3 Division/Unit or Section 

DEFINITION - RECORD SERIES - A group of related records normally filed an 1 used as a unit for reference as well as retention and disposition purposes 

4. Record Senes Title 

4 Telecommunications Series 

5 Earliest Year/Latest Year 

to 
6 Record Series Description (Briefly descnbe the types of informabon/documents/forms found in the senes Include the purpose or function of the series.) 

Telecommunications Series 
A. Telephone service plans, requisitions, 800-# accounts, monthly call logs and bills, conference calls logs, private branch exchange (PBX) billing, Telecommunication Service 
Requests (TSR's), unit coordinator list, etc. 
B. Cellular phone service plans, logs of DHMH cell phone numbers, Unit Coordinator list, justification forms, acceptance forms, requisitions, call logs/bills, vouchers, etc. 
C. Pagers and wireless Personal Digital Assistants (PDAs), service plans, bills, requisitions, etc. 
D. Calling cards- request forms, account files, reconciliations, etc. 
E. Directory listing forms, etc 

7 Record Senes Formats) List all 

Paper: Film / tape Electronic: 

H Letter Size I Film/Slides 1 Kept on Hard Drive 

(35mm. etc) 

^ Legal Size r Microfilm/ T Computer Tape 

Microfiche 

T RoHs _ = T Audio Tape V Floppy Disk 

T Bound Book r Video Tape T CD.DVD.etc 

I Card I Other (specify} 

S Record Senes Sequence 

c, Alphabetical 

T Numencal 

x Chronological 

I Geographical 

r Other (specify) 

9. Volume 

4 File Drawen s * 

r Microfilm Reel(s) 

1 Computer Tape(s) 

Number r Other (specify) 

10 Annual Accumulabon 

I File Draw en si 

T Microfilm Reelis) 

I Computer Tape(s) 

Number Y Other (specify) 

11 File is Used I Dairy r Weekly x Monthly r Annually 12, File Becomes Inactive After V Month(s) 

Number r Yeer(s) 

13. Current Location's) (Bldg., Floor. Room) 

201 W. Preston St. Baltimore, MD 21201 

14 Is Record Series Duplicated Elsewhere? (If yes, specify agency or office ) 

T Yes x No Aoencv/ Format 

15 Privacy / Access Restnctions T Yes t, No 

T Personal V Medical T Proprietary T Classified r Other 

(If Yes. ate Law(s) & Regulations) 

16 Audit Requirements None V Internal T OIG 

I Legislative I Federal I Independent 

17. Is an Index System used? If yes. explain bnefly and describe requirements 

T Yes r No 

18 Recommended Retention Screen annually and move to inactive file all records no longer needed for current 

business Retain inactive files for two (2) years on-site, then retain at the State Records Center for three (3) years, and 

unbl all audit requirements ere met. then destroy with the following excepbon: if records are scanned scan to Maryland 

State Archives standards, then retain paper for one (1) year, then destroy paper originals Retain scans for five (5) 

years unbl all audit requirements are met, and are then destroyed 

19 Name and TiBe of Preparer 

W A L T E R Z E R R L A U T 

D H M H R E C O R D S O F F I C E R 
E-mail address wzei.laut@dhrnh stole :nd us 

20 Location 

201 WEST PRESTON STREET. BALTIMORE MD 21201 

Telephone Number* 410 767-3598 Room# ROOM LL-5 

21. Date 

M a r c h 5 , 2 0 1 4 

DGS 550-4 (DHMH Rev. 2002 I 



DHMH Instructions -Make a list of all files Determine whether each is non-record, record 

material or both Group into Record Senes Prepare a separate inventory form for each 

Record Senes identified AJ Record Series are to be listed on a Schedule Form Forward 

all Records Inventory forms with the proposed Schedule form (DGS 550-1) to the DHMH 

Records Officer thru your Records Coordinator 

DEPARTMENT OF GENERAL SERVICES 

STATE RECORDS CENTER 

7275 WATERLOO ROAD 

P.O. BOX 275 

JESSUP, MARYLAND 20794 

(410)799-1379 

DHMH RECORDS INVENTORY 

PAGE _ 5 _ OF _ 7 

1 Department/Agency 

M D D E P T O F H E A L T H 

& M E N T A L H Y G I E N E 

2 Office/Administrabon/Board 

CENTRAL SERVICES DIVISION 

3 Division/Unit or Section 

DEFINITION - RECORD SERIES • A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4 Record Serves Title 

5. Fleet Management Series 

5 Eeriest Year/Latest Year 

to 

6 Record Senes Description (Bnefly descnbe the types of mformabon/documents/forms found in the series Include the purpose or function of the senes ) 

Fleet Management Series 
A. Vehicle Titles and Registration Forms, registration renewals and other Motor Vehicle Administration (MVA) forms. Vehicle Inventory Report, vehicles pending auction, vehicle 
requisitions, purchase orders, Relational Statewide Accounting and Reporting System (R*STARS) transfers for vehicles, disposal records, etc 
B. Vehicle service records, emission test forms, gas and PHH Corporation card records. Commercial Fuel System (CFS) and Mansfield reports, wash invoices, Underutilized 
Vehicle List, 10000 mile reports, Vehicle Assignment Committee records, charge backs, etc. 
C. Accident Committee Reports, Accident Insurance records. ACORD Forms. Accident report forms 
D. Driver cards and reports, Acknowledgement Forms, Driver Application forms, Internal Revenue Service (IRS) Fringe Benefit Reports, Drivers Training records, 

7. Record Series Formats) List el 

Paper: Film / tape Electronic: 

1 Letter Size T Fim/Skdes I Kept on Hard Drive 

(35mm, etc) 

. Legal Size I Microfilm/ I Computer Tape 

Microfiche 

1" Rolls = f Audio Tape V Floppy Disk 

I Bound Book Y Video Tape I CD.DVD.etc 

1 Card T Other (specify) 

8 Record Senes Sequence 

- Alphabebcel 

[ Numencat 

x Chronological 

I Geographical 

I Other (specify) 

9. Volume 

5 Fie Drawer(s) 

r Microfilm Reeks) 

1 Computer Tape(s) 

Number [ Other (specify) 

10 Annual Accumulabon 

I File Drawer! s! 

r Microfilm Reel(s) 

I Computer Tape(s) 

Number 1 Other (specify) 

11. File is Used I Daily I Weekly x Monthly I Annually 12 File Becomes Inactive After I Month, si 

Number 1 Yeans) 

13 Current Locabonts) (Bldg . Floor. Room) 

201 W Preston St. Baltimore, MD 21201 

14 Is Record Senes Duplicated Elsewhere'' (If yes. specify agency or office ) 

T Yes x No Agency/ Format 

15 Pnvacy / Access Restnc bona I" Yes t, No 

1 Personal I Medical I Proprietary f Classified 1 Other 

(If Yes. cite Lawtsi & Regulabon(s) 

16 Audit Requirements None f Internal T OIG 

I Legislative I Federal I Independent 

17. la on Index System used? If yes. explain bnefly and descnbe requirements 

T Yes r No 

18 Recommended Retention: SA Retain for three (3) years on-site, and then destroy with the following exception: if records 
are scanned, scan to Maryland State Archives standards, then retain paper for one (1) year, then destroy paper originals 
Retain scans for three (3) years, and then destroy 5B Retain for four (4) years on-site, and then destroy, with the following 
exception if records are scanned, scan to Maryland State Archives standards, then retain paper for one (1) year, then destroy 
paper onginals Retain scans for four (4) years, and then destroy. 5C Retain for four (4) year* on-site after case is closed, 
then retain for six (6) years at the State Records Center, then destroy, with the following exception: if records are scanned, 
scan to Maryland State Archives standards, then retain paper for one (1) year after case is closed, then destroy paper 
ongmals Retain scans for ten (10) years, and then destroy 5D Retain for three (3) years on-site, and then destroy, with the 
following exception if records are scanned, scan to Maryland State Archives standards, then retain paper for one (1) year, 
then destroy paper onginals Retain scans for three (3) years, and then destroy 

19 Name and Title of Preparer 

W A L T E R Z E R R L A U T 

D H M H R E C O R D S O F F I C E R 
Email address w;eMaut@dhmh statemdus 

20 Locabon 

201 WEST PRESTON STREET, BALTIMORE MD 21201 

Telephone Number* 410 767-3598 Room* ROOM LL-5 

21 Date 

MARCH 5 , 2 0 1 4 



DHMH Instructions -Make a list of all files Determine whether each is non-record, record DEPARTMENT OF GENERAL SERVICES DHMH RECORDS INVENTORY 
material or both Group into Record Senes Prepare a separate inventory form for each STATE RECORDS CENTER 

Record Series identified AJ Record Senes are to be listed on a Schedule Form -orward 7275 WATERLOO ROAD 

all Records Inventory forms with the proposed Schedule form (DGS 550-1) to the DHMH P.O. BOX 275 PAGE _ 6 _ OF 7 
Records Officer thru your Records Coordinator JESSUP, MARYLAND 20794 

(410) 799-1379 

1 Department/Agency 2 Offtce/Adminiatratton/Board 3 Division/Unit or Section 

M D D E P T O F H E A L T H CENTRAL SERVICES DIVISION 

& M E N T A L H Y G I E N E 
DEFINITION - RECORD SERIES - A group of related records normally filed end used as a unit for reference as wed as retention and disposition purposes 

4 Record Senes Title 5. Earliest Year/Latest Year 

6. Forms Management Series to 

6 Record Senes Description (Briefly descnbe the types of information/documents/forms found in the series Include the purpose or function of the senes ) 

Forms Management Series 
A. Master Forms File includes printed copies of all approved forms. Forms may additionally be retained in electronic format. File sequence is by form number. 

B. Annual Forms Management Reports 

7 Record Senes Format(s) List all 8 Record Series Sequence 9 Volume 

Paper Film / tape: Electronic: t File Drawertst 

• Letter Size I Film/Slides I Kept on Hard Drive i, Alphabetical r Microfilm Reel(s) 

(35mm, etc) T Computer Tapets) 

£ Legal Size i' Microfilm/ I Computer Tape I Numencal Number T Other (specify) 

Microfiche 

I Polls ! Audio Tape I cloppy Dis* x Chronological 10 Annual Accumulation 

T File Drawer(s) 

T Bound Book F Video Tape r CD.DVD.etc I Geographical i Microfilm Reel(s) 

I Computer Tape.s) 

T Card r Other (specify) I Other (specify) Number I Other (specify) I Other (specify) 

11 File is Used I Dairy I" Weekly x Monthly 1 Annually 12 File Becomes Inactive After 

Number 

[ Month, s. 

f Veens) 

13 Current Locahon(s) (Bldg . Floor. Room) 14 Is Record Series Duplicated Elsewhere? (If yes, specify agency or office ) 

201 W Preston St, Baltimore. MD 21201 

f Yes x No Agency/ Format 

15 Privacy / Access Restrictions T Yea t, No 16 Audit Requirements None T Internal T OIG 

I Personal I Medical I~ Propnetarv I Classified I Other r Legislative I Federal I Independent 

(If Yes. cite Law(s) & Regulations) 

17 Is an Index System used? If yes explain briefly and descnbe requirements 18 Recommended Retention 6 A Continuous Record Maintain as a perpetual file by updating when amended or 

revised and destroying obsolete matenal 

r Yes r No 

6 B Retatn for four (4) years on-site and then destroy, with the following exception if records are scanned scan to 

Maryland State Archives standards, then retain paper for one (1) year, then destroy paper onginals Retain scans for 

four (4) years, and then destroy 

19 Name and Title of Preparer 20 Location 

W A L T E R Z E R R L A U T 

D H M H R E C O R D S O F F I C E R 
201 WEST PRESTON STREET. BALTIMORE MD 21201 

Telephona Number* 410 767 3598 Room* ROOM LL-5 

21 Date 

MARCH 5, 2 0 1 4 

E-mail addre99 w;:errleut@dhrnh stete rrid.us 

DGS 550-4 (DHMH Rev. 2002 ) 



DHMH Instruction* -Make a list of al files Determine whether each is non-record, record 

material or both Group into Record Senes Prepare a separate inventory form for each 

Record Senes identified All Record Senes are to be listed on a Schedule Form Forward 

all Records Inventory forms with the proposed Schedule form (DGS 550-1) to the DHMH 

Records Officer thru your Records Coordinator 

DEPARTMENT OF GENERAL SERVICES 

STATE RECORDS CENTER 

7275 WATERLOO ROAD 

P O. BOX 275 

JESSUP. MARYLAND 20794 

(410) 799-1379 

DHMH RECORDS INVENTORY 

PAGE _ 7__ OF 7 

1 Department/Agency 

M D D E P T O F H E A L T H 

& M E N T A L H Y G I E N E 

2 Office/Administratjon/Board 

CENTRAL SERVICES DIVISION 

3 Division/Unit or Section 

DE FlNITION - PECOPD SERIES - A group of related records normally filed and used as a unit fot reference as well as retention and disposition purposes 

4 Record Series Title 

7. Records Management 
5 Earliest Year/Latest Year 

to 

6 Record Senes Descnpbon (Briefly descnbe the types of irrformetion/documents/forms found in the series Include the purpose or function of the Senas ) 

Records Management 
A. Records Administration File — A subject file in alpha sequence, including information such as filing techniques, filing cabinets, records policy, training materials, forms and 
reference materials, etc. B. Schedule Reference File- A binder containing a copy of each DHMH schedules in schedule number sequence, kept up-to-date with new schedules as 
approved. C. Transmittal & Receipt Files- DGS Form 550-5 

i.) Records Database- Starting 1998. An electronic, chronological database extracted from record transmittal forms prepared for DHMH shipments to the Records Center or 
Archives, including information of warehouse locations and accession numbers, disposal dates, etc. A periodic printout of select data is used for quick reference. It also includes 
information extracted from schedules, in schedule number sequence, which includes information on whether a schedule supersedes or is superseded by another schedule, approval 
dates, etc. ii.) Transmittal Master File- In batch number sequence, an annual binder of all transmittal forms prepared, batched chronologically for cross-reference, used to manage 
temporary in-house storage and shipment preparation, iii.) Completed Transmittal and Receipt File- Forms returned by records center with receipt and storage information are 
placed in folders in schedule number sequence, after data is entered into the Transmittal Index, and a copy is sent to the initiating unit. D. DHMH History File - Historic records 
transferred from component units which illustrate the development of the Department. 

7. Record Senes Format(s) List all 

Paper Film /tape Electronic: 

H Letter Size r Fitm/Skdes r Kept on Hard Drive 

(35mm. etc) 

. Legal Size 1 Microfilm/ 1 Computer Tape 

Microfiche 

T Role = T Audio Tape r Floppy Disk 

r Bound Book T Video Tape r CD.DVD.etc 

TCard r Other (specrfv) 

8 Record Senes Sequence 

.'. Alphabetical 

I Numerical 

x Chronological 

I Geographical 

T Other (specify) 

9. Volume 

t, File Draweri s 1 

T Microfilm Reel(s) 

1 Computer Tape(s) 

Number I Other (specify) 

10 Annual Accumulation 

I File Or aw en; s) 

1 Microfilm Reeks) 

T Computer Tape( s) 

Number V Other (specify) 

11 File is Used r Daily T Weekly x Monthly r Annually 12 FHe Becomes Inactive After I" Month(s) 

Number I Year(si 

13 Current Locatjon(s) (Bldg . Floor, Room) 

201 W. Preston St. Baltimore, MD 21201 

14 Is Record Series Duplicated Elsewhere? (If yes, specify agency or office ) 

T Yes x No Agency/ Format 

15 Privacy/Access Restncbons I Yes \ No 

1 Personal 1 Medical 1 Proprietary 1 Classified I Other 

(If Yes. cite Law(s) & Raouiaborns) 

16 Audit Requirements None r Internal T OIG 

I Legislative I Federal I Independent 

17 Is an Index System used? If yes. explain bnefly and descnbe requirements 

T Yes T No 

18 Recommended Retention 7 A Screen annually discard information which is no longer needed and update with 

new information as it becomes available 7 B Continuous Record Maintain as a perpetual file by updating when 

amended or revised and destroying obsolete malenal 7 C.i. Continuous Record Maintain as a perpetual file by 

updating when amended or revised and destroying obsolete material 7 C.ii. Retain for three years, or until no longer 

needed for current business, whichever is later, then destroy 7 Cm ) Continuous Record Maintain as a perpetual file 

by updating when amended or revised and destroying obsolete material D Retain permanently, transfer every five 

years to State Archives 

19 Name and Title of Preparer 

W A L T E R Z E R R L A U T 

D H M H R E C O R D S O F F I C E R 
E-mail address wzeirlaut@clhrnh stele trid us 

20 Location 

201 WEST PRESTON STREET, BALTIMORE MD 21201 

Telephone Number* 410 767-3598 Room* ROOM LL-5 

21 Date 

MARCH 5, 2 0 1 4 

DGS 550-4 (DHMH Rev 2002 ) 


